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..( .;n (:;‘:3) " ‘o . Submitted to the Records Managem(  Division 92
OCor
"~ " Commission Hall of Records Commission I.:%GE- N
i. Requesting Agency 2, Division or Bureau of Requesting Agency

SUBURBAN SANITARY OOMMISSION |

3. Authorization Requested (Check only one of the squares below).

A

Dispose of present accumulation. No Establish retention schedule for re- Microfilm and destroy originals.
additional accumulation is antici- . cords for which there is a continuing Originals if not microfilmed would be
pated. Records have ceased to have volue accumulation. The records will cease to retained for the period of time indicated.
to warrant retention. have value to warrant their retention after .
the period of time indicated.
. 5. Description of Records 6. Recommendation
4. Describe records accurately. Include title, form number, size of documents, of Hall of Records
item " . ‘work or activity to which the records relate, inclusive dates, and. quantity and Board of Public
No. {cubic or linear feet). Show recommended retention period. Works.

1. | comrracr ro= - . WW

The contracts used in this office are labor, Formal and Houss
Connection. The fils consists of a form, Specifications and & plan,
The form E=519 (83" X 11%) is an itemized dally house connection
report with a siketch on the dack showing the tiss, - This form has
besn discontimned and replaced with the plan, The specifications
.are pulled from the file after a job is completed. Here they sre
considored non-record within the meaning of the statues governing
non~record material (Art. L1, Seec. 155, Amnotated code of 1951).
(See Schedule 76, Item 2, Folder 3) The material is filed by :
‘_. ocontract mimber and the labor contracts occupy 6 cuble feety Formal,
193 cublc fest; and Houss Comnection, 73 cubdc fest. The file 1a
duplicated in the Construction 0ffice, The contracts are retained
in this offioce for making house connections of sater and sewer,
_ until ths job is completed. Ths plan is the only material retained
permanently. The anmsl rate of accumnlation is very small, -

HECCMMERDATION: REPAIN FLANS PERMAMENTLY. RETAIN OTHER DATA THREE
{3) YEARS AND THEN DESTROY. ..

2. | GERERAL FILE ' ‘< | | O)‘pw&“"m{;

This £1le consists of Correspondence, Reports, Work Sheets, etc.,
as followas ' . ’ .

(a) JXoter letters = This folder consists of Corres-
pondence pertaining to requests for '
of water motars. . )

(b) Correspondence = Inter=office E=50,

7. Agency, Division or Bureau Representative

' , .
‘ —Supervisor = Escord Survey  September 21, 195
ignature Title Date
Schedule Authorized as Indicated in Col. 6 by Hall of Disposal Authorized as Indicated in Col. 6 by Board of
. Records Commission. . . Public Works. R
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4.

Describe records accurately.
work or activity to which the records relate, inclusive dates, and quantity

(cubic or linear feet).

6. Recommendation
of Hall of Records
and Board of Public
Works.

5. Description of Records
‘Include title, form number, size of documents,

Show recommended retention period.

(<)
{4)
(e)

(£)

(1)

Zoct,

1.

e

2.

3.

'reqnmforahoue connsction.

(g)
(n) .
'addmas,daneﬂ.ption_ofmxkudmt. ,
The material is filed by subject and occrples 6 cubic feot for the

yoars 1942 to date, The annusl rate of acaumlation is 13

RECGMENDATION: BETAIN THEEE (3) YEARS AND THEN DESTROL
| g 120

3. | MISCELLANEGUS REPORTS . | raxo

This file consists of the followings

| BROCMENDATIONs EEYATH THREE (3 YRARS AKD THEN DESTAOX.

Spennl&mae Connootion Jobs - Form E—m 1: & special

nsqu.iaium Thuunmbaredromieuaadtcrpm-
chaalmmtm

Oomtmmcnscmdnla Msmmbemdfomconsiat.s
of active: mnstmctlunjobsmviaadlwthe Gmisad.rn
for Day labore -

Mhttm-?ﬂatﬂdsfwnﬂﬁsotmmm
pertaining to cost of installing water and sewer
oconnactions, :

Dally Work Order Sheets =~ This form C-101-A shows
lneauonandmtarmm '

Completed Cost Job « The form B~720 eonaistsddesmﬂ-
tion of work, cost of labor, materisl, transportation
and street patch,

Billed Work - Msmmbaredfomeonsistsofmm,

cubde

Pally Attendancs Bsport - Tids unmmbered form is made
mmmmmammm@mmm'

¥eckly & Bonthly Beports = This unmusbered form (83* X| ~
11%) consists of the mmber of house connsciions made, | - -
nummnu;nmemmeeopymwm ~
Construction 0ffice. S

Woekly Beports - This unmmbered form (85»"111-)

consists of the mumber of completed meter eettings, )
nmdnindnpnm,thewpyismtom

exr's Qffion,

Keter Shop Report - This form E-313 (5" X 87) shows thg - - -
mmber of maters dravn fram the meter shope 7This form| - -
is duplicated in the Maintenance and Operation Division, =
Tho material is filsd by subject and occupies 3/4 catdd &
foot, in the office area.

061 34 j3p4

Dav




92

r?nﬁ MR-RM 1A C - : o . SCBED}{LE
¢ (9-183) n(' “IEST FOR RECORDS RETENTION aC;" IYULE No.
. Hall of Records ' (Continuation Sheet) PAGE
‘ Commiission ’ NO. l
4 5. Description of Records 6. Recommendation
te Describe records accurately. Include title, form number, size of documents, of Hall of Records
.Nem work or activity to which the records relate, inclusive dates and quantity - and Board of Public
o (cubic or linear feet). Show recommended retention period. Works. '
he | FOREMAN'S REPORT | appunad. B4t 4
. (z L0 &u W
This form, & card B-856 {5* X 8%), 1is e weokly report of water anmd

Te

sewer servioces, It shows the date, contract rmumber, subdivision
and pervices. m:infmnonupoatoduthelieeklyhport.
The matorisl is filed hy the month for the years 1953 to date, and
occnpd.esB/hwhnlcfeat. nmmalrataofacmmmnism

WIOH :
¥EEXLY REPORT

RETAIN FOR THREE (3) EQBSAHDMDBTROI.

This unmmbered form (83* X 117) consists of houss connections -
4installed by the Camission and Contractorss The information en
tho Foreman's Report is posted to this form. The material is filsed
by subject in the miscellancous £ils for the years 1953 to date,
and occupdes 1 folder, The anmal rate of accwmilaticn is very
small, : :

RECOM/ENDATIONs REYAIN PERMARENTLY.

QRADE CARDS -

~

This unmumbered form (5" X 8") shows the elovation for setting the
meter. It shows the location, date, etc. The material is £1led Ly
subdiviaion and occuples L} cublc fest for the years 1952 to date.
Tho apmal, rate of accumulation 4s 2 culde fest., There are mo
duplications, -

RECRDENDATIONs RETAIN PERMANERTLY.

FOHEMAN JODS

This file consists of a form E=519 and & plan both of which are
descaribod in the Contract Fils of this Scheduls, Ttem 1, These
are jobs by the Commission Foyreman and retained for reference. The
matarial is filed by the Foraman®s name and occupies 1} cobie fost.

HECROENDATIONs RET.IN PERMANEETLY.
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